
11/07/2016 

Staff Development / Wellness Reimbursement Request 

 Employee Name:  Employee ID #:  Dept:

Employee Email: Day Phone: Bargaining Unit #:

Reimbursements require proof of payment: an itemized payment receipt showing date and method of payment, payor, payee, and item(s) or service(s) paid for. 
Bank/credit card stmts are acceptable but must include the employee name.  Out-of-county travel related reimbursements require an approved County Authorization 
for Travel & Expenses form. Staff development, wellness and combined use allowance reimbursements are administered pursuant to County policies, Internal 
Revenue codes, Memoranda of Understanding, Salary Resolution and Staff Development Administrative Manual. Complete all applicable boxes below. 

Physical Fitness / Wellness  (Taxable) Staff Development (May be Taxable) 
  SCDPDAA, SCPA Only – check below if applicable: 

Use Staff Development Additional Funds 

Course / Class / Workshop / Seminar / Conference – Attach an approved Authorization for Travel & Expenses form if outside of Sonoma County 
Title:                                                                                                                                 Location: 

Registration/ Tuition: 

$ 

Course Textbooks: 

$ 

Lodging (if eligible): 

$ 

Travel (if eligible): 

$ 

Meals (if eligible): 

$ 

Other (specify): 

$ 

Total 
Expenses: 
$ 

Professional License / Certification: 

$ 

Professional Membership / Dues: 

$ 

Educational Book / Prof. Journal / Periodical: 

$ 

Total 
Expenses: 
$ 

Computer Hardware / Mobile Device (taxable) – Must have Dept Head or Senior Mgr Approval 

List specific item(s):  

Software:

$ 

Other (specify): 

$ 

Total 
Expenses: 

$

Physical Fitness / Wellness (taxable) – List specific item(s) or attach a separate itemized sheet: Total 
Expenses: 

$ 

Total Amount of 
Reimbursement 
Requested: 
$ 

Employee Job and/or Wellness Relevancy Statement (Indicate how the expense(s) directly relate to your current position and/or support your 
wellness and physical fitness goals): 

I confirm, under penalty of perjury, the expenses contained herein were paid by me and have not been previously submitted to the County 
for reimbursement.  The expenses being submitted are in compliance with applicable County policies, Salary Resolution or MOU, the Staff 
Development Administrative Manual and are (check one):      Directly Job Related  (non-taxable)  Not Directly Job Related  (taxable) 
Employee Signature   Date

Department Verification/Approval: Employee is (check one):  Full-time  Part-time 

If employee is newly eligible mid-year check one:  New Hire  Changed Bargaining Unit Mid-Year  

Has the employee retired, terminated or notified you of intent to retire or terminate? No Yes    If Yes, Date of event: 

Documents attached when required: Authorization for Travel & Expenses Form Mileage Reimbursement Form  

Approve   Deny  Modify, Comments / Recommendations:

Supervisor  or Dept Representative Signature  Date 

Print Name & Title

Dept Head or Senior Mgr signature is required for all electronics, computer hardware, mobile devices; and physical fitness/

   
wellness totaling $500 or more. 

Dept Head  or       Senior Mgr Signature                                                                                                                                          Date 

Print Name & Title 

Human Resources Use Only:   Notes: 
  Taxable 

  2251 2255 2263 
 Non-Taxable 

2250 2264 

Human Resources Signature   Print Name   Date   Entered By Date 

http://hr.sonoma-county.org/content.aspx?sid=1024&id=3142
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